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1   Introduction 
This Building Operating Procedure (BOP) is for the Physics and Physical Sciences Buildings to ensure 
that the correct measures are in place to enable staff and students to return to the building and 
operate safely during the restrictions put in place for the COVID-19 pandemic.  The current normal 
operating procedures, risk assessments and emergency plans in the main are still relevant; this BOP 
identifies the temporary systems and processes in place at this time to meet with Covid-19 
requirements. 

The BOP is the output of a rigorous review of how the building is used taking account of risk 
assessments produced for this period of time.  Input has been received from colleagues from Space 
Planning, Health and Safety, Estates and departmental representatives.  

This document should be read in conjunction with the risk assessments that have been developed for 
relevant spaces that are now open in this building, given in Appendix 1. 

The University has created a designated COVID-19 webpage, Stay safe at Warwick, which offers a 
wide range of information and FAQ’s. 

If staff and students are unsure about the arrangements or feel that the control measures are not 
adequate, or are not working, they should discuss the issues that concern them with their line 
manager or personal tutor in the first instance. If necessary, a member of staff can escalate concerns 
to the H&S Helpdesk and/or their Union Representative.  Concerns can be raised anonymously if staff 
or students would prefer. 

2 Staff and Students using the Building 
It is very important that staff and students continue to stay up-to-date with the current University 
and Government guidance. Any changes to safety arrangements and BOPs will be communicated 
through Heads of Department and line managers and cascaded to students where applicable. The 
BOPs will be updated to reflect these changes. 

General guidance for ‘Stay Safe at Warwick’ that apply to every person using the building is detailed 
in Appendix 2. This includes information on the need for staff, students and visitors to wear face 
coverings. 

2.1  Staff and PhD students Re-Induction to Work 
All staff and PhD students prior to returning to work should ensure they have received the following 
training: 

 Watched the Working safely during Covid-19 video (3 minutes). 
 Read the relevant risk assessment(s) relating to their areas of work. This may include their 

research space and relevant office risk assessment. 
 Read the relevant building risk assessment on the Physics web pages 

(https://warwick.ac.uk/fac/sci/physics/intranet/healthandsafety/return_to_campus/ ) 

Reusable face coverings and thermometers will be available to collect from Stores. 

2.2 Student introduction to Campus 
New Undergraduate students will receive a welcome pack as they arrive on campus which will 
contain relevant Covid-19 secure information including a reusable fabric face covering.  Further 
information for students is on the University ‘Safety on Campus’ webpages and additional 
information can be found on the ‘Arrivals, Immigration and Dates’ webpages. For accommodation 
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both on and off campus, further information can be obtained from the ‘Accommodation & Living’ 
webpages. Returning undergraduate students can pick these items up from Senate House. 

2.3 Staff and PhD student Attendance on Campus 
Staff and PhD student attendance on campus will continue to be closely monitored and reviewed by 
Heads of Departments and line managers in order to manage staff and student safety and building 
capacity levels. 

The overarching guidance is that attendance on campus should be for activities that cannot be 
carried out at home. By this, we mean: 

- All formal meetings will primarily continue to be scheduled online and when staff are not required 
to be in work, they will go home (where practicable), or use office space for them to carry out their 
work, following the Covid-19 guidelines set down for that workspace. 

- Teaching and learning - academic staff and sessional staff are not expected to be on campus unless 
they are teaching e.g. undertaking scheduled in person seminars or tutorial delivery, practice-
based/practical classes or carrying out research.  Departments are working to University guidance 
on the level of in person teaching available for students.  Lectures, some personal tutoring, and 
other academic support will be scheduled and conducted online. 

- Professional and Technical Support staff – staff are not expected to be on campus unless they are 
supporting teaching or research.   Where possible rotas should be in place to cover for periods of 
research and teaching activity. 

- Researchers and PhD students– staff and students are not expected to be within research spaces 
unless they are carrying out critical research as approved by Heads of Department and covered by 
their own risk assessments.  Researchers and PhD students will be permitted to use designated 
offices for periods when they are not required in their research facilities (as approved by Head of 
Department and covered by separate risk assessment). 

- IT Services teams – staff will be continuing to install and maintain the IT infrastructure. 
- Estates support team – Estates’ maintenance staff will continue to operate around the building 

and will liaise with the Technical Services Manager/building manager if their tasks require 
cooperation.  Estates project teams will continue to support the development of the campus.  
Facilities, including Campus Cleaning Services (CCS) will be supporting the layout of spaces and 
cleaning, including more robust cleaning of touch points and deep cleaning when deemed 
necessary. 

2.4 Staff and Student Covid-19 Secure Responsibilities 
As a community, all staff and students can and should play their part in supporting University and 
local public health measures. This collective approach is embodied in the following three 
responsibilities that we ask everyone at the University to commit to, which are: 

 Behave in a Covid-19 secure manner 
 Act swiftly on Covid-19 symptoms 
 Actively support one another 

More information on these three responsibilities are on the Stay Safe at Warwick ‘Community 
Responsibilities’ webpages. 

3  Building Operations 
3.1  Building Capacity 

The building has been assessed and given a reduced occupancy in line with current social distancing 
guidelines. The reduced occupancy for the Physics building has been calculated to be 228 and for 
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Physical Sciences it is 74. Capacity in the buildings has been calculated to allow for scheduled in 
person  teaching, research and the occupancy of academic, technical and support staff within offices 
and for students to remain in the building within dwell spaces (notably the undergraduate 
workrooms, P520 and P522 in Physics). 

3.2 Building Access/Exit and Flow 
Entrance and exit will be permitted for the Physics building via both entrances on the ground floor.  
At the Concourse level, entrance and exit will be permitted through both entrances. There are no 
one-way systems in place in the building.  In all corridors, people are asked to observe a keep left 
flow. Signage in place will support staff and students in the building to navigate safely. 

Entrance to the Physical Sciences building will be possible via the front entrance to ground floor and 
across the bridge from the science concourse to the first floor. There are no one way systems in the 
building.  

Movement across the Physics concourse is permitted to and from Physics and Physical Sciences. 
There is no one way system. People are asked to observe a keep left flow across the bridge and on 
the concourse.  

All stairs can be used for moving up and down between floors, keeping left.  Signage on the stairs is in 
place to indicate the need to maintain 2m distancing. 
Face coverings must be worn by staff and students moving around the buildings, in corridors, in any 
shared spaces and in toilet areas. 

3.3 Reception 
There are three offices in which there is regular interaction between professional services staff and 
students/staff, namely the Student office, the Departmental office and the Finance office.  Screens are 
in place to separate the professional services staff from those visiting.  The risk assessments for these 
locations are shown in  Appendix 1. 

3.4  Building Signage 
To ensure that building users are reminded of the guidelines and ‘rules’ of the building, temporary 
signage has been put in place throughout the buildings. Covid-19 signage is clearly visible, and 
flyposting will be discouraged.  Persistent flyposting needs to be reported to the building manager of 
the group concerned e.g. department, SU, etc. Reporting can be via the building manager, Simon 
Loveridge (s.loveridge@warwick.ac.uk). 

3.5 Centrally Timetabled Teaching Rooms (CTTRs) 
Space Management and Planning has created a risk assessment and layout plan for centrally 
timetabled teaching spaces, which will be used for general seminars and tutorials.  Those relevant to 
these buildings are:  

Physics Lecture Theatre (01.042.L03.082)  Max capacity 19 

P521A & P521B (01.042.L04.036 & 037)   Max capacity 14 

PS1.28 (01.007.L01.023)    Max capacity 21 

Operational layouts and plans for safe circulation and queuing have been created for each teaching 
room in the building and these will be displayed in each room and are available to view online. 

PS1.28 has proven to be difficult to find and therefore a map (as shown in appendix 4) will be 
displayed on the door to the Physical Sciences Bridge, at the concourse end. 
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Physics teaching staff will be issued with wipes to take with them to CTT spaces. Students will be 
advised to keep ‘clean hands’ (use of hand sanitiser, washing, etc.) before entering a space. 

3.6 Locally Timetabled Teaching Rooms (LTTRs) 
The department has completed risk assessments for locally timetabled teaching rooms, which will be 
used for general seminars and tutorials:   

Physics P523 (01.042.L04.035)    Max capacity 11  

Physical Sciences PS017 (01.007.000.042)  Max capacity 11 

Physical Sciences PS018 (01.007.000.015)  Max capacity 7  

Operational layouts and plans for safe circulation and queuing have been created for each teaching 
room in the building and these are included in the related risk assessments. 

Spray, tissue and wipes will be available in LTTRs for use by staff and students to wipe down surfaces 
before and after use. Staff and students will be advised to keep ‘clean hands’ (use of hand sanitiser, 
washing, etc.) before entering a space. 

3.7 Queuing to Enter Teaching Spaces 
A queue system is in place for each teaching space. This is clearly signposted and in the majority of 
instances, this is in the corridor immediately outside the teaching space. 

For the Physics undergraduate teaching laboratories, the queueing space is on the Concourse. 

For PLT the queueing space is on the Concourse, on the MAS side of the door to PLT. 

Building Ambassadors will support and direct students to appropriate areas.  Students will be 
encouraged not to arrive to teaching spaces earlier than timetabled and will be encouraged to 
maintain 2m apart from one another when they enter and leave the space. When the spaces are 
empty, students will be able to enter their teaching space and take a seat in the allocated 
locations/as per the layout plan. 

If not part of a queue or the space is congested, Physics students may use limited dwell spaces within 
the building or on the concourse to wait in.  

Dwell spaces can be used when waiting for a teaching session or used when there is a gap in 
between teaching. For more information, see Dwell Spaces. 

3.8 Room Flow and Access/Egress 
The following rooms are flat-floored teaching spaces within the Physics and Physical Sciences 
buildings: 

Physics:   P521 (separate entry and exit doors); 

P523 (only one door) 

Physical Sciences PS017 (entry and exit via the door at the foot of the stairs);  

PS018 (only one door) 

The following rooms are tiered teaching spaces:  

Physics PLT (01.042.L03.082) Staff and students will enter via the door on 
the Concourse, and leave via the same door.  The door at the back 
will not be used for access or egress except in an emergency 
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Entrance and exit to the Physics undergraduate teaching laboratories, which occupy much of floor 3, 
will be via the doors at the Physical Sciences end of the concourse. The flow of people will be 
managed by the teaching staff in the undergraduate laboratories at the beginning and end of 
teaching sessions. 

Signage is in place to inform students and staff, along with Building Ambassadors who will offer 
support and direction. 

3.9 Dwell spaces 
These spaces will have been carefully thought through to ensure the overall building capacity is not 
exceeded when they are in use. 

The following dwell spaces exist within these building, not all are accessible to both staff and 
students:  

Physics Concourse (01.042.L02.001);  
Undergraduate workroom P520 and P522 (01.042.L04.008 and 009); 
Physics Common Room P564 (01.042.L04.003) 
Physical Sciences Staff Common Room (01.007.L01.033) 

Furniture must not be moved as it has been laid out or marked in order to maintain 2m distance from 
others (see photographs below). Where a dwell space exists within a physical room, a maximum 
occupancy will be stated on the door and this must be followed. 

 

 

 
Table on Concourse marked with 

distancing requirement 
 Overview of Concourse 

   

 

 

 

P522 layout  P520 layout 
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Physics Common Room P564  
Physical Sciences 

Staff Common Room 

3.10 Research spaces 
Specific research activities have been approved to be carried out in this building. Each research space 
has been subject to additional risk assessments at this time, these are stored within SHE Assure and 
are listed in Appendix 1. When research and professional services staff and PhD students are not 
required to be in a laboratory or other research space, designated offices will be made available 
during the working day, when there is insufficient time to return home. 

Only approved research can be conducted at this time in order to reduce the overall building 
capacity. Those staff and postgraduate students who need to be in the University at this time will 
have been contacted directly by their line manager/principal investigator.  All those permitted to be 
at work, will have been through an induction into the use of the building and the space at this time 
and will be provided with any relevant details on how to manage the risk of Covid-19 transmission 
specific to their work activity and space. 

3.11 Office spaces 
Offices are approved to be utilised when staff and PhD students are required to be on campus to 
support teaching and research or when they cannot work from home.  Offices have been risk 
assessed and approved for use, often with a reduced occupancy level. Those staff and postgraduate 
students who need to be in the University at this time will have been contacted directly by their line 
manager/principal investigator.  All those permitted to be at work will have been through an 
induction into the use of the building and the space at this time and will be provided with any 
relevant details on how to manage the risk of Covid-19 transmission specific to their work activity 
and space. The office risk assessments are stored within SHE Assure, and listed in Appendix 1. 

3.12 Lifts 
 The use of lifts in buildings should be avoided where possible and used only by disabled persons, 

or for the transport of large/heavy/hazardous materials where transport on stairways would not 
be possible or safe.  

 Both lifts (Passenger and Goods) in the Physics building and the lift in Physical Sciences under Covid 
19 social distancing have maximum capacity of one person per lift carriage unless a carer is 
required to travel with member of staff or student included in the point above. 

 There will be signage on the lifts to explain under which circumstances they may be used. 
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4 Building Facilities 
4.1 Toilets and Hand Washing Facilities 

Campus Cleaning Services (CCS) will ensure that there is an adequate supply of soap and fresh water 
in toilets for staff and students to wash their hands regularly. Restrictions are in place to limit the 
number of people using the toilets at any given time. The following will be applied: 

 Maintain 2 metres social distancing where possible. 
 Maximum occupancy will be indicated on the door. Staff and students will be asked to make a 

visual check on the number of people in the spaces and not to enter if it is apparent that the space 
is already at capacity. 

 Where it is not possible to maintain social distancing within the facility, please queue outside the 
space as indicated by signs. 

 Adjacent cubicles may be used simultaneously. 
 Avoid standing directly next to others at urinals. 
 Ensure you wash your hands with soap for 20 seconds and dry them thoroughly. 
 Hand-dryers are safe to use.  
 An enhanced cleaning regime is in place for toilet facilities, focusing particularly on key touch 

points such as door handles, locks and the toilet flushes. 
 CCS staff will empty toilet facility waste receptacles regularly. 

4.2 Cleaning and Sanitiser 
Enhanced cleaning procedures will be in place across the building, particularly in communal areas 
and high ‘touch points’, which will be carried out by both CCS and staff in their own personal spaces.  
Cleaning guidance posters will be displayed in the building. 

As well as an increased cleaning regime, hand sanitiser will be located at key points throughout the 
building.  Local stocks of hand sanitiser will be replenished by the department.  If stocks have run out 
or are running low, contact Duncan.Brealey@warwick.ac.uk 

4.3 Coffee Rooms 
During normal term time, coffee is available between 1000 and 1200 in the Physics Common Room.  
At the current time, this service is not being provided to reduce possible spread of the Covid-19 virus.  
The common room spaces are available as a dwell space where people may prepare and eat food 
and drinks and take a break. 

5 First Aid and Emergency Evacuations 
5.1 First-aid 

The primary purpose of First Aid is to preserve life and first aid should be administered if required 
and until the emergency services attend.  Prior to carrying out activities, first aid cover will be 
considered in the risk assessment for that activity.   Where there are no local First Aiders available, 
Security staff are all First Aiders and should be called in an emergency situation on x22222.  

5.2 Emergency Evacuations 
Emergency evacuations – all staff have a duty to take care of their own health and safety and that of 
others who may be affected. 

Departments should review any personal emergency evacuation plans (PEEPS) for individuals who 
may need assistance during an evacuation. 

The key message to building users is as follows: 
 emergency fire routes – fire doors should not be propped open 
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 if the continuous alarm is sounded staff and students should leave the building immediately using 
the nearest exit (one-way systems may be ignored in this circumstance) 

 staff teaching a class should help to lead their class out of the building 
 once outside, staff and students should move well away from the building and should not linger 

in groups in front of the entrances and exits. Everyone should move to a place of safety away 
from these and maintain 2m social distance. 

 security will come out to check the building and to guide the fire service 
 staff and students should not attempt to re-enter the building after the evacuation alarm has 

been sounded. They should only re-enter the building once Security has given the all clear and 
permission to return 

Appendix 1 - Risk Assessments completed for this building 
The Lockdown Easing Risk Assessments/SOPs in operation in this building are: 

Space Number Description 
SHE Assure 
Reference 

Teaching Spaces 
Various rooms 
on 01.042.L02 

Undergraduate teaching laboratories 366 

P523; PS0.17; 
PS0.18 Flat floor teaching spaces 386 

Research Spaces 

P122 Superconductivity and Magnetism laboratory 57 

P124 Superconductivity and Magnetism laboratory 60 

P125 Superconductivity and Magnetism laboratory 61 

P126 Superconductivity and Magnetism laboratory 62 

P127 Superconductivity and Magnetism laboratory 63 

P128 Superconductivity and Magnetism Preparation laboratory 64 

P129 Furnace room 65 

P130 Superconductivity and Magnetism laboratory 66 

P134; P138 Mechanical workshop and Welding Bay 169 

P139 Polishing laboratory 73 

P140 Stores 170 

P150 / P152 XPS facility 107 

P153 Terahertz laser photonics laboratory 117 

P155 Chemical preparation laboratory 187 

P164 Xray Laue laboratory 69 

P165;P167; 
P170 

Ultrasound laboratories 139 

P166 Laser micromachining laboratory 73 
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Space Number Description 
SHE Assure 
Reference 

P168 AFM Research laboratory 127 

P172 Ultrasound laboratory 156 

P173 Elemental Particle Physics laboratory 165 

P222 Laser ultrasound laboratory 156 

P224; P226; 
P226A; P229: 
P246; P248; 
P249 

Ultrasound laboratories and 3D printing space 139 

P420; P421 Condensed matter laser research and preparation laboratories 127 

P422; P423A; 
P424; P426; 
P4.27 

Surface Physics laboratories 184 

P423 Terahertz laser laboratory 109 

P433 Elemental Particle Physics and Super-K research laboratory 58 

P441; P442 Electronics workshop 173 

P449A Elemental Particle Physics laboratory 253 

P454 XPS facility 106 

P456; P458; 
P460; P461 Condensed matter laser research and preparation laboratories 127 

P530 SiC CVD suite 185 

P541 SiGe CVD suite and Agile Microfabrication Facility 71; 199 

PS016 Scientific Computing Centre machine room 37 

Office Spaces and any other approved non-teaching, non-research spaces 

Various All single occupancy offices in departmental space plans 259 

Various All multiple occupancy offices in departmental space plans 408 

P521; P523 
P564, PS131 Communal Eating Spaces 254 

Various Small group meetings 367 

Student office, 
Dept Office, 
finance office 

Reception offices 385 

P520, P522, 
PS143 

Undergraduate Student workrooms 368 

P558 Departmental Finance office 384 

Commercial Spaces 

There are no commercial spaces within the Physics or Physical Sciences buildings 
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Appendix 2 – Stay Safe at Warwick information 

Working from Home 
Staff should discuss their return to campus with their line manager. If it is agreed that they can 
continue to work from home, whether using a desktop PC, laptop or with paper-based activities, then 
staff should continue to follow the guidance available for Working from Home and within the Off 
campus working policy.   

Travel to the University 
Wherever possible staff and students should travel to campus alone or with those that they live with 
using their own transport, or by walking or cycling.  Staff and students should continue to keep up-to-
date with the most current guidance at the following link.  

 
Coronavirus (COVID-19): safer travel guidance for Passengers.  
 
Staff and students who drive to work should: 
 Wherever possible park your vehicle in a space away from other vehicles, or park so that cars are 

not positioned driver door to driver door.  
 

 Staff may consider staggering arrival and departure times in order to avoid congestion (times will 
need agreement with a line manager). 

 
Warwick Conferences are offering special B&B rates for staff who would prefer to stay on campus. 
The new arrangements are in place between September and the end of December. Details and 
booking information can be found on the Warwick Conferences website.  

Face Coverings 
In order to stay safe on return to campus, staff and students are advised to: 
 
 Face coverings are mandatory across University buildings, even where 2m distancing is possible.  
 Staff, students, and visitors to the campus must adhere to this policy. 
 Some people are exempt from wearing a face covering for medical reasons.  It is recommended 

that they carry some form of exemption identification to prevent being challenged on non-
compliance.  The only other time when it may not be appropriate to wear a face covering will be 
where an activity risk assessment has deemed that wearing a face covering could make the 
situation unsafe, or where respiratory protection needs to be worn. 

 Face visors will be available for those staff who will need to engage with students and colleagues 
with hearing and communication differences. 

 Face coverings are not necessary in sole occupancy environments (for example offices, cars and 
vans) where a student or staff member is working alone. 

 Face coverings are not necessary in outside spaces, where 2m social distancing is observed 
unless a risk assessment identifies the need.  

 Face coverings should not be a substitute for social distancing measures put into place and more 
effective hygiene measures (regular handwashing, use of sanitisers, and catching coughs and 
sneezes in a tissue).   
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Personal Hygiene 
 Staff and students should not come in to work if they, or another member(s) of their household, 

are showing symptoms of Covid-19.  The staff member should self-isolate for 14 days or until a 
test has determined that it is not Covid-19.  (See University ‘Test and Trace’ guidance).  

 Avoid skin-to-skin and face-to-face contact. 
 Everyone should follow the hand washing guidelines and regularly wash hands with soap and 

water. 
 Tissues and other waste should be disposed of in local waste bins. 
 Follow the Government’s advice: Catch it, Bin it, Kill it. 
 

External Visitors and Travel 
At the current time, we are advising that visitors should be discouraged from visiting the campus and 
instead should communicate and work with us online.   Where a department has to have an external 
visitor in order to carry out a critical activity, a separate activity risk assessment will have to be 
completed and approved by the Head of Department/senior line manager.  If this is a contractor, 
then a copy of this BOP and relevant risk assessments for the activities going on in the relevant space 
should be shared with the contractor and they should prepare their own risk assessments outlining 
how they will work with you safely.   
Note:  An external visitor or group may need to seek permission from their own employer, etc. if they 
are visiting campus and be made aware of the risk assessments in place for the location being visited. 

Reporting a potential COVID 19 case or symptoms 
If someone develops a high temperature or a persistent cough while on University premises, they 
should: 

 Ensure their manager/supervisor, personal tutor or principal investigator is informed 
 Return home or to their place of residence immediately 
 Avoid touching anything 
 Cough or sneeze into a tissue and put it in a bin, or if they do not have tissues, cough and 

sneeze into the crook of their elbow. 
 Arrange a Covid-19 test as per the Covid-19 ‘Test and Trace’ guidance. 
 Call 024 765 23111 from an external number, or 23111 from an internal number. You can also 

email coronavirusenquiries@warwick.ac.uk or request further guidance and refer to the 
University FAQ on ‘What should I do if I think I have got coronavirus?’ 

Follow the guidance on self-isolation and do not return on to campus until their period of self-
isolation has been completed or test has been proven negative and symptoms have gone. 
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If someone develops symptoms and are away from the University, then follow the above process, except 
to get a Covid-19 test, refer to the NHS Test and Trace webpages if there is a test facility closer (or if 
overseas, follow local guidelines). 
 
If there is a reported outbreak associated with the building or campus, the Business Continuity team 
will report this to your Head of Department and will relay advice from Public Health England in terms 
of what actions need to be taken. 

How to raise any concerns 
If you are unsure or feel that the control measures are not adequate, or are not working, you should 
discuss these concerns with your line manager in the first instance.  If necessary, you can escalate 
concerns to our Health and Safety Representative and/or our Health and Safety Office/Adviser or the 
H&S Helpdesk. 
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Appendix 3 - Building Layout (One-way systems, queueing systems in place, 
hand sanitiser  locations) 

Below are examples of floor plan layouts which could be useful to building users.   

PHYSICS LEVEL 1 

 
PHYSICS LEVEL 2 
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PHYSICS LEVEL 3 

 
PHYSICS LEVEL 4 

 
PHYSICS LEVEL 5 
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PHYSICAL SCIENCES LEVEL 0 

 
PHYSICAL SCIENCES LEVEL 1 
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Appendix 4 – Access to PS1.28 

 


